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B u i l d i n g ,  A t l a n t a ,  G e o r g i a  30334 Y o r k I n ~  Title Tel. 10. 
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ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  WILL C O N T I N U E  TO ACCUMULATE. N O  FURTHER A C C U M U L A T I O N  ANTICIPATED.  

A p r i l  
1968 - t o  d a t e  

This sec t ion  of the  Unemployment Insurance Division receives,  examines, batches,  
and maintains quarter ly  Wage Summary Reports. 
record of report  delinquency. 
indicat ing d i s t r ibu t ion  of delinquent remittance and reapplication of re turn 
items. 
c e r t i f i c a t i o n  (Immediate p r i o r  year only), manually c e r t i f i e s  delinquents and 
discrepants and returns t o  In te rna l  Revenue Service Centers. / I n i t i a t e s  
ac&stments t o  taxable wages and base period wage cred i t s .  
e n t r i e s  and corrections from Daily Report t o  the employer name and address 
computer tape and establ ishes  penalty and i n t e r e s t  dates i n  the machine record. 
GENERAL FILES UNIT: Establishes and maintains employer l i a b i l i t y  f i l e s  by A d .  
No. & alphabetic cross reference f i l e  - name t o  Acct. No. 

Establishes and maintains a 
Endorses and banks a l l  employer remittances, 

/Receives and prepares Forms 940-B and Schedules A fo r  machine 

/ I n i t i a t e s  new 

1 .DISCRIPTI01 01 StRIKS - Include ?or. l o .  I Form Title. i f  any 

F i l e  c o n s i s t s  o f  Form No. 
(Green  Copy) and Form N p .  
E m p l o p ' s  R e p o r t  o f  T o t a l  
Bo th  f o r m s  t o g e t h e r  c o n s t  

E.S.A.-4,  It Wage Summary R e p o r t "  
E. S . A .  -bB " C o n t i n u a t i o n  S h e e t  - 
Wages P a i d  t o  Each Employee. 
t u t e  t h e  "Wage Record  Copy" as 

11 

f i l e d  q u a r t e r l y  by s e p a r a t e  e m p l o y e r s  t h r o u g h o u t  t h e  s t a t e .  
R e p o r t s  a r e  g r o u p e d  i n t o  b a t c h e s  a n d  t h e  b a t c h e s  a r e  f i l e d  
i n  n u m e r i c a l  o r d e r .  

AVERAGE DAILY REFEREUCES 



% 

. Pnst?? 

13. Is t h i s  the Record Copy of the  ser ies?  

14.  Is there  a duplication of t h i s  s e r i e s  i n  another o f f i ce  o r  agency? 
4 

15. Is the  information contained i n  t h i s  beries ever summarized or  published? [ I  w 
16. Does the  series contain c l a s s i f i ed  information requiring securi ty  handling? [la “I 

Check on  s t a t i s t i c a l  summaries. 

S e c u r e d  b y  F e d e r a l  Law.  
17. Does the se r i e s  document pol ic ies  and procedures of agency’s operation o r  function? [ ]  W 
18. Could the  function be performed i f  the  f i les were l o s t  o r  destroyed? [ I  w 
19. Is the series ( o r  major portion of i t) regularly microfilmed? If  yes ,  why? [ I  Dl 

119 [ I  
D e s i r a b i l i t y  o f  f i l m i n g  i s  b e i n g  c o n s i d e r e d .  

22. Is the se r i e s  affected by Federal o r  grant funds? u [ I  
1 0 0 %  f e d e r a l  f u n d i n g .  

24. REQUIREMENTS. The following requires the f i l e s  t o  be kept--four---  years: 

a. BISTATE b. [ ]STATUTE OF c. []AUDIT d. []FEDERAL e.  [&lDMINISTRATIVE f .  [ ]HISTORICAL 
LIMITATION PERIOD L A W  DECISION VALUE 

(Cite  Law, Statute ,  or other reason for the retent ion requirement) 
S e c t i o n  14 o f  Employment S e c u r i t y  L a w  a s  amended t h r o u g h  March, 1968 ,  Sub- 

s e c t i o n  54-650. 

i s  agency recommen 

A. []Destroy immediately a f t e r  cut of f .  
B.MHold i n  current f i les  area - - - month( s ) / --Two- y e a r (  s ) , then : 

1 []Destroy. 
2 WTransfer t o  records center;  hold--two--year(s) , then: 

b []Transfer h i s t o r i c a l  material t o  Archives ; 

3 [ I ~ e s t r o y  after audit ( o r y  , ea r ( s )  a f t e r  adit). 

a FlDestroy 

destroy remainder. 

C. []Hold i n  current f i les area indefini te ly .  .. 

D. []Hold i n  current f i les  area year(s)  , then t r ans fe r  t o  Archives permanently. 
E. []Other 

(Indicate b r i e f l y  rationale for reconanendations above/or write additional remarks) : 
No f u r t h e r  a d m i n i s t r a t i v e  va lue  a f t e r  4 yea r s .  I 



i 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
, R E C O R D  WILL C O N T I N U E  TO ACCUMULATE. N O  FURTHER A C C U M U L A T I O N  ANTICIPATE1 

0 .What function performed renulted In ereatlea Of this .el es 

. .  This sec t ion  of the Unemployment Insurance Division receives, examines, batches, 
and maintains quarter ly  Wage Summary Reports. .Est'ablis^hes and maintains a 
record of report  delinquency. 
indicat ing d is t r ibu t ion  of delinquent remittance and reapplication of re turn 

c e r t i f i c a t i o n  (Immediate p r i o r  year only), manually c e r t i f i e s  delinquents and 
discrepants and returns  t o  In te rna l  Revenue Service Centers.' / I n i t i a t e s  

e n t r i e s  and corrections from Daily Report t o  the employer name and address  
computer tape and establ ishes  penalty and i n t e r e s t  dates i n  the  machine record. 

;GENERAL 'FXCES~ UNIT: -Establishes and maintainb'amployer 1iab:lity f i l e s  %y A d ,  : ,.I' 
No. & alphabetic cross reference f i l e  - name t o  Acct. .NO. 

Endorses and banks a l l  employer remittances, 

, items. /Receives and prepares  Forms 940-B and Schedules A f o r  machine 

amstments t o  taxable wages and base period wage credits.  / I n i t i a t e s  new .. 

- -  ~ 

. ,  --_____.__I 
:, :? ? .-. ' ,  

.-.., 

- .  
F i l e  c o n s i s t +  ,of :-Form ,No .:-E,tS..A.,$4. "Wage Summary R e p o r t "  
(Green  Copy) and  Form No. E.S.A.-& " C o n t i n u a t i o n  S h e e t  - , 

Emplow s R e p o r t  o f  T o t a l  Wages P a i d  ' t o  Each Employee. I t  

Both  fo rms  t o g e t h e r  c o n s t i t u t e  t h e  "Wage Record  C o p y " - a s  
f i l e d  q u a r t e r l y  by  s e p a r a t e  e m p l o y e r s  t h r o u g h o u t  t h e  s t a t e .  
R e p o r t s  a r e  g r o u p e d  i n t o  b a t c h e s  and  t h e  b a t c h e s  a r e . f i l e d  
. in  n u m e r i c a l  o r d e r .  

, * -  - - . -  _ .  .. .. . f . . L .  . ..  ~ . . .  .. .. 
~. . "  

. .. . .  . . -  . .~ . -  

AVERAGE DAILY REFEREllCES 

?or.: An-50-11 



- 
,i b4 11 13. Is t h i s  the  Record.Copy of t he  series? 

14. Is there  a duplication of thi.5 s e r i e s  i n  another o f f i ce  o r  agency? 
. .  , 1 . 

i .  
~ I l .I 

15. Is the  information contained i n   this se r i e s  ever s w a . r i z e d  o r  published? 
Check on  s t a t i s t i c a l  summaries. . ., , ,  ' - L . L .  

S g c u r e d  - b y ~ ' F e d e r a l  Law.: :- r . - :  . 

[ I  w 
. 1  - .  I. ~ _. . t' .. . . .  - 

16. Does the  series contain clas_sifi@d tnforniatiori req&ring  security h+diing?- '- '.[la :, , f ]  
17. Does the  series docwent pol ic ies  and procedures of  agency's: . .  operatiQri ~ ~ o'r . . .  G c t i o n ? .  ~ . r [I ; i 'm 

. . . . . . . . .-- . -  . .  
.~ . . - .. , . . .  . ~ - .~ : . , .  . . : . \ . .  . ~ - .  . .  .~ 

.. ~ . . ~ . . ~  .~ r ~ ,, ~. -. .~~ .. .,- . - - . . . . 
~. . . < ~ >  ~ ~ 

18. Could the  function be performed i f  the  f i l e s  were l o s t  o r  destroyed? 11 w 
19. Is the s e r i e s  ( o r  major portion of it) regularly microfilmed? If yes ,  why? 

20. Does the  record series pr&ide data as input .. 

21. ( - - '  Does the  record s e r i e s  contain dockentat ion produced as ^EDP printout? 

1 3  Dl 

[I. . [ I  
[ I  -kl 

D e s i r a b i l i t y  o f  f i l m i n g  i s  b e i n g  c o n s i d e r e d .  
t o  an EDP f i l e ?  

7 - 4 -  T o , f a c i l i t a t e  a c c o u n t i n g .  I . -  . 

Ld 11 . ,  
. . .  22. Is the series affected by Fe,deral o r ' g ran t  funds? ' 

1 0 0 8 . f e d e r a l  f u n d i n g .  . 
23. W i l l  t he re  be ' B  need f o r  these recoras '10, 15. years f rom~nm? I f  .yes, what? ' : '' [ ] 

. .  . .  . .  ~. . . .  1~ 

. .  
.7- - -  . -  . .  
I 

.,, ~ : .  . . r .- .. . .. . -  ~~ 

24. REQUIREMENTS. The follairifig requires t h e . f i l e s  . t o  be kept--foW---.years:  ~- ' . . 
, ~. . :- . , - . j  ,~ ' * - , - .  ., ,:. .. , . . .  

a.k]STATE b.[]STATWE OF . c;[]AUDIT ."d.[]F'EDERAL ' e.[&JMINISTRATIVE .'. f.[]HTSTORICAL 
LAW .~ ~ LIMITATION - '  PERIOD .'' * I  LAW ' DECISION . . ' ~ . - VALUE 

, .  . .  (Cite Law, Statute ,  ' o r  other-reasbn for the retent ion requiremeri't) . 

.. . 

S e c t i o n  14 o f  .Employment S e c u r i t y  Law a s  amended t h r o u g h  March,- . l .968,  .~ . . . .  Sub- 
s e c t i o n  54-650.. . .  ~? . i. 

. .  ~. . 

- - ____ 
25. AGENCY RECOMMENDATIONS. This agency recommends t h a t  t he  f i l e  s e r i e s  be cut off '  at the ena 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -bflOTKFR CALENDAR QUARTER' ,then : 

A.[]Destroy immediately a f t e r  cut of f .  

1 []Destroy. 

, . 'B. MHold i n  current f i l e s  a r e a - ~ o n t h ( s ) / - - T ~ e a r ( s )  - , tlien: 

.c ~ y 1 ' 1 _ 1  .>.J 

- :.3 [ ] k s . t r o y  a.fter~~ au&t ( o ' ? d e s r ( , s )  after a d i t )  ..-' 

2 WTransfer t o  records center;  - .  holh-two'-- ea r (s ) ,  then: 
%*' < ~i BDestroy <-?TTL,L.L 

. i - . ' - .. - .-. ~~ " . p f  destroy remainder. 

C. []Hold i n  curFent f i l e &  area - indefin~i tkly;  :,:: ..: - .. - 

, ., ~. " -- .I f ?  . -. . 
. -  .. 
: . . . ,  ., . 

. "  !3::.' - " '  . . c  . .  b [ ]Transfer h i s t o r i c a l  material  ~o .AFchix+s ;~- ? i 
, .  

- 
. .  .' . . .  ,., . -  ...! ,.e . ~. 

~ ~. 
d ,  . 

. . .. - .- 
- . ,  - - .  .. i .  . ._ - 

D. [ ]Hol& i n  m n r e n t  f i l e s  &e'a ' . : . . j e ' d r (  S) , . t h e n  transfer t o  -Archives permanently. 
. .  - . , _ .  - , . . .,. . ~ E..[ ]Other . . .  

. /  

(Indicate b r i e f l y  r a t i o n a k  for recornendations above/or write udditionai! remarks) : 
No f u r t h e r  a d m i n i s t r a t i v e  va lue  a f t e r  4 y e a r s .  

R e c o m m e n d a t i p n s  

i n  ~~~ ' P a r a g r a p h  . . ~  

2- i 



Records Retention Schedule 

I 
DEPARTMENT OF LABOR 

Employment Security Agency 
Unemployphent Insurance Services Divisidn 

Board of Review 

,i 

The Board of Rwiew administers. appeals under Unemployment Compensation; 
Unemployment Compensation Federal Employees; Unemployment Compensation Ex- 
Servicemen; Special Unemployment Assistance; Extended Benefits; and Federal 
Supplemental Benefits Programs. The Appeals Tribunal conducts hearings and 
renders administrative decisions on issues under established appeals procedures. 

APPl 

77-48-A 
No 
c 

No 
5 

6 

7 

Description 
AF'?EAL DECISION FILE - Documents Disposition 

Record Copy: At end of each 
refating to Unemployment Insurance month send to State Archives 
Appeals of monetary and non-monetary for permanent retention. 
determinations. Included are Board Reference Copy: Cut off file 
of Review decisions and Referee at end of each calendar year, 
Decisions. File is arranged by hold in current files area 
Docket Number. 3 years; then destroy. 

APPROVED: 01/24/77 
AMENDED: 02/05/79 

DEPAkTMENT OF LABOR 
Employment Security Agency 

Unemployment Insurance Services Division 

Description 
STATE UNEMPLOYMENT CLAIM FILES - 

Disposition 
Cut off files at end of each 

Documents relating to claimant claim 
records. Included are ESA forms 403, withdraw from active file at 
442FF, 851, 852, 157, 459, 439, 423, end of benefit year, hold in 
413, 634, 1027, 441LO. File is arran- 
ged alpha by clairdnt name. 

calendar quarter screening, 

current files area 1 year; 
then destroy. 
APPROVED: 09/17/71 

FEDERAL UNEMPLOYMENT CLAIM FILES - Cut off file at end of each 
Documents relating to claimant claim calendar quarter screening, 
records. Included are ESA forms 403, hold in current files area 
442FF, 851, 852; 157, 459, 439, 423, 4 years; then destroy. 
413, 634, 1027, 441L0, 499, 931. File APPROVED: 09/17/71 
arranged alpha by claimant name. 

EMPLOYER WAGE SUMMARY REPORT FILES - Cut off files at end of each 
Documents relating to wages paid and calendar quarter, hold in 
taxes due to Department. Included are 
ESA forms 4 and 4B (together forms 
constitute "Wage Record Copy"). Re- Records Center, hold 2 years; 
ports are grouped in batches of 50 
and filed numerically by assigned APPROVED: 09/17/71 
number. 

current files area 2 years; 
then transfer to State 

then destroy. 

247 


